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CENTRAL INTELLIGENCE AGENCY REGUILATION DRAFT :WEE

January 23, 1950

I, SUPPLY AND PROPERTY REGUIATIONS:
A. Purpose: This instruction establishes for the Central Intelligence
Agenc& uniform policies for the requisitioning, procurement and account- ﬁﬁgj[f
ability of supplies, equipment and services for all activities serviced
by the Administrative Staff, CIA,
B, Authority: By virtue of the authority'vested in me as Executive,
Central Intelligence Agency by the-Ezgéﬁﬁéyé and Public Law 110, 8lst P:gf’/
Congress approved June 20, 1949, and in order to carry out the activitdes
ané functions provided for in Sectior 3 thereof, the power and authority
to take the following actions are hereby delegated as follows:

1. Procurement Authority and Responsibility: Under the super-

vision of the Chief, Administrative Staff, the Chief, Services
Division is hereby authorized to enter into and execute contacts f@:#w
on behalf of the Government in accordance with existing laws and
regulations.
| a. Under the supervieion of the Chief, Services Division,
the Chief or Assistant Chief, Supply Branch, Administrative
Staff is hereby authorized to enter into and sign un- {ijér
nurmbered con%racts and purchase orders on behalf of the —
Government where payment is to De made in a single remit-

tance and amount involved does not exceed $2000.00 in

accordance with existing law and regulations.
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b. The Chiefs or Assistant Chiefs, Supply and General

Services Branches, Administrative Staff may place orders

for the performence of services by the Bublic Buildings J/V4’L'
Administration, General Services Administration, on a re-

imbursable basis,

¢. The Chiefs or Assistant Chiefs, Supply and Reproduction dﬁﬁg/;(
Branches, Administrative Staff may place orders with the "
Government Printing Office for the performance of print-

ing services on & reirmbursable basis,

2. Authority to Initiate Requests Resulting in Financial Obliga-

tions. (Supplies, Equipment and Services): Assistant Directors

and Staff Chiefs are authorized to initiate requests for supplies, -
equipment and services which result in financial obligationg)with
the power of delegation to such additional'individuals as may be
necessary for good administrative sprectices. ’

C. Requisitioning Supplies, Equipment and Services: The following es-

tablishes the procedure for requisitioning supplies, equipment and
services and designation of employees to submit requisitions of this
nature.

1. Designation of Authority to Requisitioning Officers: Pursuesnt—

SEGPION
to/E=B, papageeph 2 hereef, Assistant Directors and Staff Chiefs

may delegate authority to requisition supplies, equipment and

services to any cormissioned officer of the Armed Forces or any
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_ employee of GS=7 classification or higher, under%wis-

diction., Names of employees designated as Requisitioning

Officers vwill be flleu with the Chief, Services Division.' ’éﬁ:fﬁﬂﬂf%ﬁ&ﬂbﬁﬁ

QH'TW' 3 'agﬁﬁm’ S desi&na-{;ed in-aecordanaes.with this.secctiaon
will serve as accountable officers for all property under his
Jurisdiction, and hereinafter will be referred to as Accountable

Officers,

2. Clagsification of Supplies:

a., "Stock" items are those items for which there is a

general demand bthroughout the agency. These items are

ATA
carried in stock in thexwarehouse and are listzd in WS

catalogs, namaly, "Office Supplics" and "Offize Purniture
and Hguiprent’,

b, "Purchase" itemes ar

i

those items whizh rst be pur-

chazed %o order, Such Itemes include those for whinsh there

activities of CI4) 2nd dtems requiring specirl aontrol by
the Servizes Division, Adwinistrative Staff.

~De  Procedure for Requisition’ng Supplies and Service:

4. General: Requisitions will be prepared in accordance with
thle instiruction on Form Mo. 26-7, "Reguest for Supplies, Equip-

went and Services" and forwarced %o the Chief, Services Division,
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£. "Expendable Propertyt Forward the signed originel

. o

end one cony of requisition.

Lo M"Hon-Expendoble Proverty”: TForward the signed original

and two covies of regquisition,

@. "Purchase Items": Forward “he signed original and two coples

-

of Torm o, 26~7 to the Services Divieion.

(j&, Repairz to Typewrlters, Cffice Machines and Furniture: Any

S e i e 20

errlovee mey request winor revairs o office machines, type-

vriters, and furniture by televhoning Extension 480. Reques

e,
b}
~
~

for major vepairs vill be made on Form 246-7.

JZ% Troperty Acecountebility: -inloyces designated as Requisitioning

Officere by LTIT“‘DN‘& paragraph 1 -ﬁeneer are hereby appointed

l....l

Lecountatle Officers for all proverty wder their jurisdiction. Account-
able Officers will designate individuals as responcible officers accord-
ing to the organizational structure or location of the activity. Re-
gponaible Officere will te held res gible for the prever usc, protection,
end moverent of any povernment properiy which may corme into his custod};‘
or control, ” .’:List;d below is the prescribed manner in wiiich property

records will be cstablished by Accountable and Responsible Cfficers,

A. 4 vroperty record account will be establiched for each

decimated accountable officer and an account number will be .
imed to cach account by the Chief, Services Divis ion,

ase
,é. The face of Form o, 35-14 "Stoek Control C’W*d" will indicate
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by item, total accountabllity for property under his control,'
The reverce sife of Form o, 36-14 ¥novm as the "Accounts Control"

will be uszed to record issues o responsible officers within his

Q. lAcoountable Officers will maintain a permanent file of credit

A

n M“operty

[H)
e

and debit vouchers to sunport Mg transaciions

accouny.
S
%}.{?@écountable Officerd will maintain in the voucher file a

roster of Regponsible Officers wncor *.l¢ control, listing, the sub-

s

account number 'nd the offices or activity for which ic re-

sponsible,

&

B, “hen an feccountable Officer authorizes the issue of small

portable itews )such as brief cases, pen sets, ete,, he wlll prepare
f%i(—&
Form No.?‘W "Proverty Issue Record”?\end have the employee sign

the form as having received the property. When the property is

re'tmrned) the . coountable Officer may issue a receipt, if requested,

in memorandur . the employee. Accountable Officers are responsible
.
R AN,
~ for granting property clearance on all employees wmder Juris-

/ diction, who are transferred within the organization and/or se-

’YQ parated from the Agency as prescribed in current regulations.

uﬁ, "Reports of Inventery Adjustments", Form No. 36-16, will be
rrevared in trivplicate and forwarded to ths Chief, Services Division,

The uee of such revorts will be confined to rectifying ervors re-
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sulting from incorrect nomenclature » ¢lerical or typographicel
errors, and assuming accountability for proyperty previously un-
accounted for,

?A' "Survey Report" Form No. 26-18, will be rrepared in triplicate

M

and forwarded to the Chief, Services Division in the event property

}ole

g lost, destroyed, damaged or stolen.

{/ "Transfer of Proverty Accountability" will be effected after
audit of the records and a complete rhysical inventory has been made.
A memorandum certificate will be executed by the outgoing and in-
cq;eing accountable officer transferring accountability.

ﬂ "#udit-and Inventery of Preperty Acéo "o The Audit Group
will conduct andite and inventories of property accounts as

directed by the Chief, Services Division.

. !
5 Property Utilization: 'In order to obtain maximum economical use of

-

non-expendable equipment, there is hereby establiched a vroperty utiliza-
tion program to be administered as set forth herein.
R, Numericel limitations of all comron-use items (Class 4, B, and
C) will be sstablished by agreement between Administrative Officers

of each office and staff section and the Chief, Services Division,

in accordance with@maaZ.l thorffzed by the Executive. GPm—ﬁﬂ-&
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é* HIIV*1?'WTTt'be-EFev!dhhﬁnEhi!F5!dﬁn—ée-he.naﬁhin_;hanagne

Eﬁﬂﬁﬂﬁﬂ!&“ﬁf&ﬁﬁﬁ!ﬁu\) thmerical limitations for common-use items

may be increased or decreased by mutual agreement between the
Adminictrative uxflcerqanéttﬁz/énlef Services Division, Admini-
Btrative Staff, Issues in excess of numerical limitations as

agreed upon will not be made by the Supply Branch, Services Division.
MZi/JAdministrative and Accountable Officers will take such action

as 1s necessary to accomplish maximm and proper use of all
equipment and to requisition suitable equipment to fill specific
needs,

i}{ The Audit Group, Services Divieion, Administrative Staff, will
review the use of equipment as a part of periodic audits which will

be performed on accountability records as now established.(

Equipment excess to the needs of CIA activities W1Jl be

reported as excess tQ&Supply Branch, Services Division by the use

SR TRANSEER
of & Property Turn-In‘Slip, Form No. 36=24, for re-issue to other

CIA activities.
5L Pursuant to the above}the following policy is established as
a general guide for the allocation of office equivment and furnishings

to the various offices of CIA.

CLASS "A" EQUIPMENT

Offices of the Director and Deputy Director
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Offices of Assistant Directors and their Deputies
Offices of CIA Staff Chiefs and their Deputies

CLASS "B" EQUIPMENT

Offices of Division Chiefs
Offices of Chiefs of organizational units equivalent to
a Division,

CIASS "G" EQUIPMENT

A1l other offices

F?; Property Disposal:

1. Lxcess Proverty: Property which is excess to the needs of any

using activity will be returned to stock by forwarding to the

Chief, Services Divisiongériginal and two copies of Fogm No,
OR TRaM3fa S11p

36-24, "Property Turn-Iﬁ“, stating the location and date the

property may be picked up,

2. Survey Boards: A Property Survey Board composed of‘immmers
as listed below i8 hereby constituted to act on all matters per-
taining to loss, damage, destruction, theft, or for the disposition

of public property for which CIA is responsible:

ab

Deputy of I & S5 . Chairman

Chief, Inspection Bran;g' Member

I&Ss-

Asst, Genera&l Counsel Member and Legal

Advisor
Chief, Services Division 7S Member and Recorder

\ ¢
2 s b e K A e .
Chief, ﬁfoﬁﬁft§ A%ﬂ&%g;, Member and Alternate

LS

e pecorder

€
Three members wili?considered a quorum. The Chief, Services Division
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will supply such administrative, technical and clerical assistance
as may be required by the Board,
ﬂ{ The Property Survey Board will:
a. Determine the Pecuniary liability or relief from
accountability or responsibility of any individual for
loss, damage, destruction or theft or other disposition of
public property for which CIA is responsible, where the total
monetary value involved is $1000.00 or less,
b. Designate any qualified individual to act for it in
appropriate cases in determining relief from accountability
or'responsibility for damage to, or shortage of, CIA property
where there is no evidence of fault or neglect on the part of
the individuals concerned and #here the estimated damage is
not in excess of $100.00, “!
¢. Direct disposition or destruction of unserviceable,
obsolete or surplus Property in the custody of CIA, The
Eoard may designate any qualified individual to act for it in
aprropriate cases under this authorization,
d. Fecormend action to the Executive in conmnection with
paragraphfgé above, where the monetary value involved is in
excess of $1000,00, who will take final action or recormend

action to the Director in his discretion.

e. Require such initial Survey Reports, and presentation of
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evidence either in person or in writing, as may be considered
necessary vo arrive at appropriate conclusions and deter-
rinations.
f. Maintain adequate records of its actions.
_jﬁ The Board and the Executive are charged with the responsibility
of informing the Director of any unusual circumstances or matters
which should be brought to his personal knowledge in connection with
these instructions. Board reports under this paragraph will be
routed through the Executive.
gﬁ% Individuals against whom pecuniary responsibility is established
| under the provisions of these instructions may appeal, in writing,
to the Director, within thitty (30) days after receipt of notifi-

cation of such liability,

I}
(;ﬁ. hemoval of Govermment Property From CIA Buildingg:’.A properly

authenticated property pass Form BM-68 is required before government
property can be removed from CIA buildings. Property Accountable

Officers and otheggdgzignated the Services Division

‘tf.f.

?
will file with the Captain of the Cuard Force a otfall personnel | S

[\
are authorized to issue property passes, “The Chi {&p erviees, D&visidn% 1:2%;;
A iZst

authorized to issue property passes.

f{l. Field Procurement:

1. In order to facilitate procurement of office supplies and minor

25X1A6a

OFFICe of SPERITONS, —

office equipment for field offices _

25X1A7Db

25X1A6a
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, ; . gj

ﬁ’ TRANSPORTATION -BRANCH - M
L : ‘f“"' Z@, 5/59' N .

A, o e 7 oo R

/ff - The Transportation Branchywill be responsible for performing

the ‘following functions with respect to travel of personnel on official

. business; movement of hous®hold goods and dependents when travel is in

cormection with a change of official station; the shipment of supplies

and equipment and the operation of a motor pool con51st1ng of passenger

carrying vehi%les and trucks.,

1. ansportatlon of Employees.

g ) Upon recelpt of approved copy of Request for Travel
ordeg, Form 3L-5, (see Administrative Instruction No. 30-1),

the Rransportation Branch will contact the traveler by tele-
phone to ascertain date of departure, mode of travel to be
utilized and length of time required at stopover points in

order that necessary reservations may be made and Transportation
Requests prepared., Where travel overseas is involved arrange-
ments are made for procuring passports, physical examinations,
immunizations when required and the procuring of Theater
Commander's approval, the issuance of identification card and
special travel orders when travel is to an occupied zone, as well
as arrange for briefing and security clearance within L8 hours
prior to employees departure for overseas.

(b) In order to insure the proper immunization of overseas

appointees and their dependents, and to safeguard the security
requirements of the Agency, it is the policy to effect all pos-

i+ _sible immunizations of both employees and their dependdnts in

* » the Medical Division, Administrative Staff.

(¢c) These immunizations will be given by the Medical Staff

~ during overseas processing or training for all employees and
-their dependents who report to the Washington office prior to
departure for overseas station. For those employees and their
dependents who do not. report to Washington prior to such travel,
it will be incumbent upon the Assistant Director or Staff Chief }
concerned to Insure that all medical requirements as prescribed ‘gg
by the CIA Surgeon are met prior to final clearance for departure

overseas., }
(@) In those cases where private physicians must be utilized,
the employee may be relmbursed for the cost of hls 1mmunlzatlon5_ab\‘)

,no%~an¢hartzeu (See Aamlnlstratlve Instructlon ko. 70-1)

(e) The Transportation Branch will arrange all reservations
and issue the necessary Transportation Hequests to cover the
travel. In order to provide transportation via the most econom-
ical route(s) and take advantage of minimum costing accommodations
for bhoth rail and ocean travel, requests for space must be placed
as far as possible in advance of the travel date.
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2. Household Goods and/or Personal Effects:

i SRR

AL e T 32

(a) Ex1st1ng legislatlon authorizes the payment of ‘
transportation expenses and other expenses incident therete
for the movement of household goods and personal effects in
connection with change of official station within certaln
weight limitations. :

25X1A6a

For movement between

25X1A6a

ongress, provides that transportation expenses for shipment
of household goods and/or personal effects will be on a commu-
tated basis at rates per one hundred pounds as fixed by zones,
therefore all arrangements for such shipments, including packlng,
crating, drayage, etc., must be made by the employee and reim-
bursement claimed through regular channels. '

(c) In connection with the shipment of household goods and
personal effects to overseas destinations, requests for such
shipments must be routed through Administrative offices to the
Transportation Branch including therein the following information:

Name

Title and Branch

Present Official Station

New Official Station

Location of Effects (street address)
Person to be Contacted at That Address
Estimated Weight of Shipment
Approximate Date Goods to be Picked Up

The Transportation Branch will make all arrangements
to have the household goods and personal effects picked up from
the employee's home, packed, crated and otherwise prepared for
export shipment and upon completion of the packing and crating
will arrange for the shipment to the overseas destination.

3. Dependents:

(a) The Transportation Branch must be advised promptly if
arrangements are to be made for the transportation of dependents.
Complete information should be furnished showing names, relation-
ship and in the case of minor children, their sex and age.

(b) Immunizations for dependents must be completed in accord-
ance with paragraph 1 (b).

(c) The Transportation Branch will perform the same services
. as is rendered to the employee and assist the dependents in every
way possible whether they travel with the employee or depart at

a later date.
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L., Shipment of Supplies and Equipment:

(a) Upon receipt of Form 36-L, Request for Overseas Ship-
ment of Cargo, the Transportation Branch will assign a cargo
number to the shipment for future reference, and advise the
Supply Branch as to the cargo number assigned. Upon receipt of
advice from the Supply Branch that the cargo is packed and ready
for shipment the Transportation Branch will request shipping

- space through the U.S.Despatch Agent and upon confirmation of
such space will arrange for delivery of the cargo to the port of
embarkation. ’

5. biotor Transportations |

(a) The Transportation Branch maintains a central motor pool
comprised of passenger carrying vehicles, igcluding busses, and
various types of trucks and trailers. Passenger cars are operated
to meet transportation needs which cannot be secured by the use of

%53ehedu58d shuitle servic dﬁtggazﬁ§§§§%2n other than by shuttle
service,mly be rgquésfgd m the Dispatcher, Extension 68l or 228,
explaining why shuttle service cannot be utilized.

(b) Assignment of passenger-carrying vehicles to individuals
and activities will be made only the written request of an
Assistant Director or Staff Chief, approved by the Executive. It is
the policy of the Director to keep such assignments to an absolute
minimum, and to utilize the shuttle and motor pool service to the
maximum possible degree. ’

(c)l. Except as otherwise specifically authorized in writing
by the Executive, no employee of CIA stationed in Washington will
be permitted to operate CIA motor vehicles without a properly
certified CIA driver's license. Authority for issuing CIA licenses
is vested in the Chief, Services Division, Administrative Staff,
after appropriate certification by the Testing and Standards Branch,
Personnel Division, and the lMedical Division, Administrative Staff,
Requests for drivers' licenses should be made ju wrjting by the < .
Office or Staff Section concerned, to the -Ghiet4 s o
weell, indicating necessity.

2. CIA employees authorized to operate CIA vehicles in local-
ities safficiently distant frgm VWashington so that CIA testing is
impractical must meet Wﬂ'aquirements of their localitNs.
Chiefs of field stations 2are responsible for insuring compliance
with this directive.

(d) All assigned and pool chauffeurs are supervised by the
Chief, Transportation Branch, Services Division, Administrative
Staff, for administrative purposes, including working hours, over-
time and replacement of assigned chauffeurs due to absences or
terminations.




-
-
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(e) 1. Except as specified in 2. below, pool chauffeurs will
not wait for passengers longer than 15 minutes, unless prior arrange-
ments have been made with the Dispatcher.

2. Assistant Directors and Staff Chiefs and their deputies,
when using motor pool cars, are authorized to have such cars wait for
them at destinations regardless of the time involved, or to return
for them, at a given time. These officials should inform the Dispatcher
whether the car should wait or return in order that chauffeurs may
receive proper instructions from their Supervisor.

(f) Chauffeurs who perform overtime work will report the hours
worked, together with the signature of the person for whom the driving
was performed as a basis for overtime payments. Prior verbal approval
for overtime driving should be obtained, if practicable, from the Chief,
Iransportation Branch, Services Division, Administrative Staff.

(g) Chauffeurs are personally responsible in the event of traffic
violations. Chauffeurs will not be ordered to violate traffic regula-
tions.

-

<
25X1A6a

¢ (1) 1. Government motor vehicles are to be used by persommel of
this Agency ol for etricedy official purposes.o-ly ' ~

‘ ;-2.1Pﬁblic Law 600 requires the suspension or dismissal of any
employee who uses or is found responsible for the use of a Government-
owned vehicle for other than official purposes.

3. The Chief, Administrative Staff, will make periodic checks
of dispateh records, and will diiscuss with Assistent Directors and
Staff Chiefs any apparent violations of this paragraph. “hen considered
necessary he will report apparent violations to the Executive for
further action, including statement of previous discussions with
officials concerned.

(j) In order that the Transportation Branch may maintain
«proper records and insure that all Agency vehicles are serviced at
regular intervals a "Monthly Maintenance Report-kotor Vehicles',
Form 38-60, will be.gubgjited on all vehicles in the field within the
Continental limit:.i ch dre not serviced at the | NEGcNENINGEG 25X1A6a
Form 38-60 should be submitted to the Transportation Branch through the
Administrative officer of the office to which the vehicle is assigned.

(k) Trucks and trailers are operated for the delivery of sup-

U8 1n6a

and for or
A e % - Feree Nat] oRSe.
/) L Ca Q y e -
A eompletey eqhippe garagg‘,is meintained loe%f or-the
d in

1)) & o msatne |
st , T r and aiﬁfenéggglcf/all Agency vehicles ~the .
Wasiingtonfarea, ’ TR

(-
o
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25X1A6a (h) A completely equipped garage is maintained at H 2SX1A63~
<. N ©o: the storage, repti T EETE

tenance of all Agency vehicles located in the Washington area,
Except as otherwise authorized in writing by the Executive, all
CIA vehicles located in Washington will be returned at the end of
each day to the garage. Those vehicles which are not garaged at
25X1A6a B ~ust be brought in at regular stated intervals to receive

servicing, maintenance, etc,
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